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Introduction to eFiling

The Michigan Courts eFiling System provides a consistent and convenient way to electronically
submit court filings to participating State courts at no additional cost to the filer.

For the Court of Appeals, the scope of this pilot project includes a Generic Cover Sheet
that is used to make electronic filings with the Court of Appeals. This form enables a
user to file up to ten documents (attachments) and make the necessary fee payment in a
single transaction. A standard Proof of Service is part of the form, and attachments to the
form can include claims of appeal, docketing statements, briefs, motions, stipulations, or
other miscellaneous items. As users complete the Generic Cover Sheet and attach files,
the correct filing fees will be automatically calculated for use in finalizing the transaction.

Although the basic eFiling System is ultimately intended for use in all Michigan courts, it
has only been deployed in one district court so it will be new to virtually all users.

Full documentation of the eFiling System will be available online.

During the test period, and until formal notice from the Court of Appeals, the Court will
continue to require paper filings of all original documents submitted through the eFiling
System.

Court of Appeals eFilings will not be accepted until Monday, June 20, 2005.

43 1BM WebSphere Portal - Microsoft Internet Explorer - ol x|

J File Edit Wew Favorites Tools Help

J Back + = - @) af | @hsearch  GFavortes >

JAddress |&: https://secure.courts.michigan.gov/courts/wps/portal j G0

Menu Bar ; Search for Forms
Register for eFiling This site iz used to access court forms that can be filled in on-line and either printed and
Download Viewer processed manually or, for those courts that participate, processed electronically. It can also be
used to dewnload court forms for use with the case tmanagement system of a trial court, law =
Forgot password? office, agency, or other justice system entity. The main features of this site are:
Information Login _ _
bout th o SCAOD Approved court forms in 3L (extensible mark-up language), XFDL (extensible
a OU € form data language) or PDF (portable document format)
eFIIIng N o Search engine for locating forms by number, name, key word, or category
System v s Electronic filing capability including st of participating courts
o Ability to view one's own eFiling submissions
. s Electronic case processing by participating courts
Supporting ~
Documents 7 Getting Started for Filers
List of eFiling Courts
. What 13 eFiling
Link to .
User Guide 7 In addition to the information hsted here, current FDF Tser Guides are available:
Tnal Court User Guide and Court of Appeals User Guide
Adobe”
Download > AV o] .
Reader = -
[&) [ 15 [ ntermet i
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eFiling Quick Start for Filers

This section provides a brief summary of the steps you need to use the eFiling System.

1. Access the eFiling System. To do so, enter the following eFiling URLs into your
browser’s Address bar: https://secure.courts.michigan.gov/courts/wps/portal or
http://courtofappeals.mijud.net/resources/efiling.htm (Bookmark or save these sites as
favorites.)

2. If you have not already done so, register to use the eFiling System.

3. Atyour discretion, download the Viewer.

4 . After you receive the email containing your password, login to the eFiling System.
5. Change your initial password by updating your Profile.

6. Open the Generic Cover Sheet form.

7. Fill in the Generic Cover Sheet form.

8. Add attachments to the form as needed. The total file size for attachments cannot exceed
5MB.

a. Initial Claim — Attachments should include the following PDF documents: Claim of
Appeal, Jurisdictional Checklist, Calendar Entries, Judgment or Order, Evidence of
Ordering Transcript.

b. Existing Case — Attachments might include: Briefs, Docketing Statement, Motions,
Stipulations, Answers, or other Miscellaneous items.

9. Complete the Proof of Service page of the Generic Cover Sheet form.
10. Electronically sign the Generic Cover Sheet form.

11. Submit the filing to the eFiling System.

12. Provide your billing information to pay the filing fees.

13. You will receive an email confirmation that the eFiling was received by the eFiling System
and your filing will be forwarded to the Court of Appeals.

14 . After the Court reviews your filing, you will receive another email telling you if the filing was
accepted or rejected by the Court.

15. Log into the eFiling System to obtain time-stamped copies of your documents that were
accepted by the Court. Mail the appropriate number of copies to the COA and serve
opposing counsel.

16. You may check on the status of your electronic filings at any time by using the
“My eFilings” feature.

COA eFiling User Guide 2 September 9, 2005


https://secure.courts.michigan.gov/courts/wps/portal
http://courtofappeals.mijud.net/resources/efiling.htm

Tips for Using the eFiling System

The following tips are provided to assist you in the most effective use of the eFiling System.

Getting Started

Always start a new filing by obtaining the most recent copy of a form from the eFiling
System. Forms are revised on a periodic basis and this will ensure that you are using the latest
version. In some instances where form updates are significant, older versions may be rejected by
the system.

Navigating within the System

Do not use the browser Back and Forward buttons while in the eFiling System. Use of these
buttons is likely to cause problems with the system. Instead, use the Previous and Next buttons
on the form toolbar.

Attaching Documents

All of your attachments must be in PDF format. Attorneys will prepare required forms and
documentation as detailed in the Court Rules. Existing document templates and forms may be
used. Before filing, all documents must be converted by the filer to PDF format. The Court
prefers to receive documents in searchable PDF, such as will result if the Adobe Acrobat distiller
process is used. You can find links for Adobe Acrobat (a commercial product for preparing PDF
documents) or, alternatively, an open source PDFCreator at the COA website
(http://courtofappeals.mijud.net/resources/efiling.htm). PDF versions of required forms can be
found on the Court of Appeals forms page (http://courtofappeals.mijud.net/resources/forms.htm)

Saving and Submitting Forms

Use the Save option often while working on forms. System interruptions can occur and saving
a copy of a form directly on your own PC will minimize the risk of loss of your work.

The eFiling System does not automatically save work in progress. Make certain you save or
complete your transaction with eFiling before logging off.

You Must Refresh The Form Before Saving It. The refresh button is located at the upper left
1’

of the screen and looks like this: 6 .

After a form is submitted it can no longer be modified within the eFiling System. After a

transaction is completed, you will only be able to access a PDF version of your form through

eFiling. This PDF version will be “read-only”; you will not be able to modify it. This is another

reason why you should save a copy of each form on your PC.

Pop-Up Blockers

The eFiling System uses popup windows for several functions such as the terms and
conditions for eFiling, password rules, and printing a form when the Viewer software is not
installed. If you are using popup blocker software, these windows may not display.
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Screen Settings

A standard 17-inch monitor is ideal for use of the eFiling system. If you are using a 15-inch
monitor, you may need to reset the screen properties to a higher resolution so that you can see
more of the form on the screen.

Technical Difficulties

You may encounter technical difficulties while using the system. If possible, retry the
function you are were attempting. If the problem persists, logout of the system, close the
browser, open a new browser session, and retry the function.

If you still encounter the problem, capture whatever information you can about the problem

(eFiling Confirmation number, error messages, screen prints, etc.) and provide that information
when contacting eFiling support.

Your Work Session

VERY IMPORTANT * * VERY IMPORTANT * * VERY IMPORTANT

The eFiling System will automatically log you off the system after a one-hour period of
system inactivity. System activity is activity such as selecting a menu option, searching for a
form, refreshing a form, submitting a form. System inactivity includes activity within a form
such as filling out the form, adding attachments, signing the form.

Therefore, it is CRITICAL that you occasionally save your form while it is in progress. .

If the system times out, due to inactivity in the system, you will see a message such as the
following.

In that case, you will need to perform the
following steps:

1. Close your browser window. .
ey Your portal session has timed out because of no activity. Please start a
Access the eFlhng System. new session at your portal Home .

2
3. Login to the eFiling system.
4

Re-open an in-progress form file
that you saved to your own
computer.

Note: The portal timeout may occur in
either the Viewer or browser mode.

) bere 5 [ et
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Getting Started: The eFiling Home Page

Access the eFiling System

This system is designed to be used by both attorneys and support staff who will open appeals or
make filings. The first step in using the eFiling System is to access the Homepage.

/3 18M websphere Portal - Microsoft Internet Explorer

J File Edit ‘iew Favorites Tools Help |

J GBack + = - QD fat | Qusearch  GlFavorites

g [ 3]

J Address '@https://secure.courts.michigan.gov/courts/wps/portal ;l @G0

Capabllltles Search for Forms e
offered Register for eFiling This site 15 used to access court forms that can be filled in on-lne and either printed and
Dovwnload Viewer processed manually or, for those courts that participate, processed electronically. It can also be
at the used to download court forms for use with the case management system of a trial court, law
eF[[[ng Forgot password? .. agency, of other justice system entity. The main features of this site are:
Login
Sy stem o SCAD Approved court forms in 3L (extensible mark-up language), XFDL (extensible
home page fortn data language) or PDF (portable docurment format)

Search engme for locating forms by number, name, key word, or category

e

.
s Electronic filing capability including st of participating courts
o Ability to view one's own eFiling submissions

s Electronic case processing by participating courts

Getting Started for Filers
List of eF: Coutts

WWhat 15 eFiling

Trial Court User Guide and Court of Appeals User Guide
PN Adobel
Adobe  ReEA

4

In addition to the mformation hsted here, current FDF Tser Guides are available:

ot

& l_ l_ ré_ |4 Internst

4

1. Open Internet Explorer. In the browser’s Address Bar, enter the eFiling URL
(https://secure.courts.michigan.gov/courts/wps/portal). (Note: Internet Explorer is the only

web browser that will work properly with the eFiling forms.)
2. The eFiling home page displays.

The eFiling home page provides information about the eFiling System. It also provides the

following capabilities:

Form Search enables non-registered filers to access some of the same court forms that

are used in eFiling, but with the intent of filing the forms on paper.

Register for eFiling enables a non-registered person to sign-up to use the eFiling System

for electronically filing case documents.

Download Viewer installs free Viewer software to enable more functions when dealing

with forms.

Forgot Password? enables a registered filer to obtain their password by providing

registration information.
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Login enables registered filers to access the eFiling System to access court forms,
electronically file case documents, check on the status of their electronic filings, or print
filed documents.

Register with the eFiling System

Filers who want to submit filings electronically must first register with the eFiling System.
Registration is necessary in order to provide secured access to the eFiling System and allow the
eFiling System to contact you via email regarding the status of your submissions.

Notes:

Only those who will “sign” eFiling forms and pleadings should register on the system.
Generally, only attorneys or individuals proceeding in propria persona are authorized to
sign court documents. Support staff will not register under their own names.

The First Name, Last Name and Middle Initial that is supplied during registration will
appear as the “signature” when a form or pleading is submitted through the eFiling
System.

During registration, a Username must be specified. That name will be used to log in to
the eFiling System. It can be shorter than the related “signature” name.

If you ever forget your password, you will need to recall the Hint question and the Hint
answer that you select in the registration process. You may want to jot down the Hint
question that you select and keep it in a handy place, the eFiling system will not prompt
you with the specific question you selected during registration. If you ever need to
request a new password or update your profile, you will need to select the hint question
and enter the hint answer.
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J File Edit Wew Favorites Tools Help |
JAddress |g’https:/lsecure.courts,michigan.gov/courts/wps/portal j G0

J Back + = - @) af | @hsearch  GFavortes >
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V. e e
-

Search for Forms

Register for eFiling | Thiz site iz used to access court forms that can be filled in en-line and either printed and
Download Viewer processed manually or, for those courts that participate, processed electronically. It can also be
used to dewnload court forms for use with the case tmanagement system of a trial court, law =
office, agency, or other justice system entity. The main features of this site are:

Forgot password?
Login
o SCAOD Approved court forms in 3L (extensible mark-up language), XFDL (extensible
form data language) or PDF (portable document format)
Search engine for locating forms by mumber, name, key word, or category
Electronic filing capability including st of participating courts
Ability to view one's own eFiling submissions
Electronic case processing by parficipating courts

Getting Started for Filers
List of eFiling Courts

What 13 eFiling

In addition to the mformation sted here, current FDF TTser Guides are available:
Tnal Court User Guide and Court of Appeals User Guide

AT ,
4 | _’I_I
& [ 158 [ ntemet 4

1. From the eFiling home page menu bar, click the Register for eFiling option.
The Registration screen displays.

2. Fillin all of the user registration information. Be sure to fill in all of the required fields;
these are indicated on the screen by yellow shading and an asterisk (*) preceding the field
label.

The information provided in the registration screen is critical to your use of electronic filing.
This information is necessary to identify and contact you throughout the electronic filing
process.

3. Click “Please Click Here for Terms and Conditions” to review the terms and conditions
for use of electronic filing. (EXJ Refer to Appendix D: Registration Terms and Conditions on
page 57.)

If you agree to the terms and conditions for electronic filing, click the checkbox.

4. Click the Submit Form button to complete the registration request and submit your
registration for approval.
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One

Search for forms

Download viewer
Forgot password?

Login

Lofifnstice,

o1 o

Register for eFiling 1 you want to submit eFilable forms enbine, as well as view the statue of the forms which you

have eFiled, wou will need to start by registering with the eFiling Systemn To begin this process,
please fill out the following registration form and submit. Once wour registration recuest has been
received, you will receive an email message at the address specified below, confirming that your
registration has been receved and providing a password. Please note that passwords are case
SENSIVE

Please provide the following user registration information: (felds markeed with an asterisk "*" are
required)

*First IName I
*Last Name I
Midde Tnitial [
P-number (if attorney) P- l—

*Phone I
*B-madl |
¥erify E-mal
*zername I Username Requirements
*Hint quesnonlWhat is the name of your first pet? j
*Hint answer I
| reCaptcha
identification Technology

Code 3p

*Enter code pictured l—
above:

* 7 T accept the following terms and conditions . Please chick here for Terms and Clonditions

‘ Submit Form H Reset Form |

A message displays to confirm that your registration has been received and that your initial
password will be sent to the email address provided.

Login

Forgot password?

Search for Forms
Register for eFiling Registration Results ...
Download Viewer

You have successfully registered
An email with your temporary password has been sent.

Note: you will want to update your profile and change your password when you login

with your new ID.

Check your email. You will receive an email that contains your initial password. This

usually occurs within an hour or less of registering with the eFiling System.
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B Mail From: <efiling@courts.mi.gov>= =10] =]
File Edit View Actions Tools Window Help YOU can COpy the
S8 |oewBHE J assigned password from
Fram: |<eFi\ing@courts.m\.gov> oC I 3 s’:’he emall you recetlvet . t
. en you can paste it into
g <kd @COUrES, i, Qo
Tg' : i Lz the eFiling system when
Subject: M1 eFiling 3
= you login to the system.
Message: Your registration to the Michigan eFiling System has been approved. You may IE"":'
now sign into the eFiling system at
https:/ftestl courts mi.gov/courts/courtsfscan fwps!myportal Reply you WI” most /Ikely Want
:gt’roiunil;ii‘;\npi:sfs;:otgiease change this password as saon % to Update your proﬁ/e Wlth
In order ka eFile with a court, you must sign in with your password, Fnr;ard a password that you
Please remember and protect vour user id and password, It is your legal Choose
signature when used to electronically file a document thraugh the eFiling .
System. @
Do not reply or send questions ko this address, LI i
Delete
‘Date: 5/12/05 9:404M el

6. Log on to the eFiling System and change your password as soon as possible by updating
your Profile. Note that your new password will be case sensitive.
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Login to the eFiling System

In order to eFile you must first login to the eFiling System. This section will describe the Login

steps.

1. Access the eFiling System home page. (https://secure.courts.michigan.gov/

courts/wps/portal).

3 IBM WebSphere Portal - Microsoft Internet Explorer

J File Edit Wew Favorites Tools Help |

J Back + = - @) af | @hsearch  GFavortes >

JAddress Ehttps://secure4couns.michigan.gov/couns/wps/ponal j G0

Search for Forms

Register for eFiling This site iz used to access court forms that can be filled in en-line and either printed and
processed manually or, for those courts that participate, processed electronically. It can also be

Download Viewer

" used to dewnload court forms for use with the case tmanagement system of a trial court, law
Forgot password? office, agency, or other justice system entity. The main features of this site are:
Login

o SCAOD Approved court forms in 3L (extensible mark-up language), XFDL (extensible
form data language) or PDF (portable document format)

Search engine for locating forms by mumber, name, key word, or category

Electronic filing capability including st of participating courts

Ability to view one's own eFiling submissions

Electronic case processing by parficipating courts

Getting Started for Filers

List of eFiling Courts
What 13 eFiling

In addition to the mformation sted here, current FDF TTser Guides are available:
Tnal Court User Guide and Court of Appeals User Guide

A
. Adobe I _blll

@ ’_ ’_|—[2|_ # Internet i

2. From the menu bar, click the Login option.

3 Access Manager for e-business Login - Micrasoft Internet Explorer

JFi\e Edit  Wiew Favortes Tools  Help |

» Usemame

» Password

=

{&] Dane

[ & @ mternet

N K
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3. Type in your Username and Password.

Notes:

=  Your Password is always case sensitive but the username is not.

= Jtis possible to login multiple times under a single ID but it is not recommended.

»  There is a lock out after multiple unsuccessful attempts to log in. If you are locked
out, please email COAeFileTraining@courts.mi.gov With a request to have your eFiling
password reset.

4. Click the Login button.

5. Your personal eFiling home page displays.

From this page you can update your user profile information, access court forms, create and
submit a filing, or review filings that you have already submitted.

Once you are logged in,
the page indicates that
you are logged in.

Locate, complete and
submit a form

Review filings that you
have submitted in your
cases.

Review filings that others
have submitted in cases
where you have had an
accepted filing

/3 1BM WebSphere Partal - Microsoft Internet Explorer - o =] 3]

J File Edit Wiew Favortes Tools  Help |
| &Bak - = - @ [&] & Dsearch [EFavores ”“Address | @lhttps:/isecure.courts.michigan govicourtswpsfportal | =] @60

W 0 Q
- --?..}‘-u-- - . - -
Nt

eFiler Home O
='Work with forms This site 15 used to access court torms that can be Alled in on-lne and either printed and
Search for Forms processed manually or, for those courts that participate, processed electromcally. It can also be
used to download court forms for use with the case management system of a trial court, law —
Open saved form office, agency, or other justice system entity. The main features of this site are:
Wy submission
My eFilings o SCAC Approved court fortns in 3L (extensible mark-up language), XFDL (extensible
form data language) or PDF (portable document format)
Update profile o Zearch engine for locating forms by number, name, key word, or category
eFiling inquiry o Electronic filing capability mcluding list of participating courts
Name inquiry o Ability to view one's own eFiling subrmissions
o Electronic case processing by participating courts
Logout
Getting Started for Filers
List of eFiling Courts
“What 15 eFiling
In addition to the mformation hsted here, current PDF Tzer Guides are avalable:
Trial Court User Guide and Court of Appeals User Cuide
Adobe”
rdﬂmkca .
1| | o
[&] Done ’_ ’_|—é_ # Internet v

Note: When you enter your username and password, you may get a message that the password
does not work. Double-check that you have correctly entered the username and the case-

sensitive password.

COA eFiling User Guide
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Update Your Profile

The My Profile screen allows you to update the information that you provided during registration.
This screen also allows you to change your password.

You must be logged into the eFiling System to access this function.

1. From the menu bar, click the Update Profile option. The Update Profile screen displays.

M WebSphere Portal - Microsoft Internet Explorer - | m] ﬂ
J File Edit ‘View Favorites Tools Help
| wBack - = - D 7 | @search G Favorites ”“Addrass |1 https:/isecure.courts.michigan.govicourts/wps/p ~ @ G
& One Cour
nfustices
eFiler Home
='Work with forms
Search for forms
Open saved form *First Mame l
Wy submission *Last Matne I
My eFilings Mliddle Tnitial
‘ Update profile P-number (f attorney) P-
eFiling inquiry
L. *Phone I
Name inquiry
Logout *E-mail I‘
*Venfy E-mai |
Teername kdonovan
*Hew Password Click for Password Rules
*Confirm New Password
FHint euestion I j
*Hint answer I
| Submit || Reset | -
al | _'I_I
|&] Done lililg & Internet 4

2. Update the registration information, as needed.

Note: The hint question that you select should be the one you chose during the registration
process. All hint questions are presented; you will need to remember which one you used
when you originally created the account.

Note that there are specific “Password Rules.” For instance, the minimum length of the
password is 8 characters. The password cannot be entirely alphabetic characters or numeric
characters; it must include at least 4 alphabetic characters and 1 numeric character.

3. Click the Submit button to save the changes.

Refer to Appendix C: Request Your Password on page 55 in this User Guide for the
procedure if you forget your password and are unable to login to the system.
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Access a Form to Start an eFiling
This section describes how to locate the desired form.

1. From the menu bar, click the Search for forms option.

4 state of Michigan eFiling - Microsoft Internet Explorer

=10l

]Address |@https://secure.courts.michigan,gov/courts/wps/ j Pee

J File Edt ‘Wiew Favorites Tools  Help
J GBack » = - (D at | Qsearch [FFavorites Media (4 2
e

One Conrt
P ofnstice,

eFiler Home

~'Work with forms Use this screen to search for State of Wichigan Cenrt forms
” Search for forms

1. Enter the appropriate search text
2. Ensure the radio button 1z turned on nezt to the ttetn you wish to search by

Open saved form

Iy submmssion 3. Chck Search
My eFilings
Update profile Search By Search Criteria
L  Form Mame
Name inquiry  Form Mumber
Download viewer  Keywords
Logout © Category I 'I
€ Revision Date |May =05 =] |2005 -]
El
&

’_’_ré_ # Internet i

You can search for a form using one of many criteria types. Enter or select a value to use in

the search. For example, Category “Court of Appeals’ has been selected in the screen
shown below.

3. Click the Search button.

Search By Search Criteria

€ Form Name | |

" Form Number| |

" Eeywords | |
‘ & Category Court of Ap 5
€ Revision Date |May =05 =], |2005 7|
COA eFiling User Guide 13
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4. In the e-File section of the screen, click the Open button to display the form.

/3 1BM WebSphere Portal - Microsoft Internet Explorer o ] 5

J File Edit Wiew Favorites Tools Help

J GiBack + = - (3 at | Qhsearch  [Favorites

J Address @hnps:/lsecureAcouns.michigan.gov/courts/wps/portal EI G0

Note:
If you are
not
logged in,
eFiler Home you will
= Work with forms get an
Search for forms error
Open saved form Description: .The Generic Cover Sheet iz used to make electronic filings with the Court of message
o Appeals. This form enables a user to file up to ten documents (attachments) and male the that no
My submission necessary fee payment i a single transaction. 4 standard Proof of Service 15 part of the form,
My eFilings and attachments to the form can melude clams of appeal, docketing statements, briefs, motions, forms
Update profile stipulations, or other miscellaneous ttems. &g you complete the Genenc Cower Sheet and attach were
eFiling inquiry files, the correct filing fees will be automatically calculated for use m finalizng the transaction found.
Name inquiry Paper File
Logout This form 13 avalable for eFile only.
File |
To eFile form COAQDD - Generic Cover Sheet, select the destination court from the list below
and click "Open”. Ifthe court you are locking for 15 not listed, then this form cannot be eFiled
with that court. Iote the Open button will only be displayed if you have logged into the system.

Zelect Your eFiling Court:
|CounoprpeaB vl

Open

=
4 | »

|&] pone ’_ l_ E |4 mternet v
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View the Form
There are two options for viewing the electronic forms. You can work with the form by using:

= The form Viewer. You can download the Viewer software at no charge to work with the
Michigan eFiling electronic court forms more efficiently. The Viewer is available on the
Michigan eFiling homepage.

= Internet Explorer. This is the only browser supported for the State Courts eFiling
application.

We recommend that you install the optional Viewer software on your PC. This software
reduces the number of interactions between your PC and the eFiling System over the Internet,
which typically reduces lag time for many functions.

The Viewer

Pairing the PureEdge Viewer software with your Internet browser will facilitate the efficient use
of the Michigan eFiling electronic court forms. This software operates as a browser plug-in to
work with eFiling forms.

Zoom
Save controls Help Information

H el 1| @ al

“_ onccowrr  Michigan Courts Add Text | Add People| Next>>
gl ece Save Print Cancel
»
Original - Court
1st copy - Defendant
Approved for E-filing Pilot, SCAO 2nd copy - Plaintiff
CASE NO.

STATE OF MICHIGAN E-FILING COVER SHEET

M JUDGE (bar no., name)

Court telephone no.
) -

[ Plaintiff name (last, first, middle initial) | [Defendant name (last, first, middle initial) |

Court address

If you are unsure whether you are using the Viewer or a browser, open a form and look at the
toolbar displayed just above the Form toolbar.

If you are using the Viewer:

1. You will see the Zoom controls = | 0% :Iv @ | on the toolbar.

2. When you click the Information button @| to display the About information, it will indicate
the version of the Viewer currently in use.
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To obtain a copy of this software, access the eFiler home page and click the Download Viewer
link. (EJ For detailed information on how to download the Viewer, refer to Appendix B:
Download the Viewer on page 53 in this User Guide.)

The Browser

The eFiling System can be used with Internet Explorer — version 6.X or higher. No additional
software is required to work with the forms.

This option provides the same functionality as the Viewer, but it will operate slightly differently
due to the need to communicate directly with the eFiling System on a more frequent basis.

Accessibility Mode Toggle
Save
Refresh| Information

v

El C)llﬁl Enterthe Court of Appeals case number assigned to this case, if known
“_ onccorr  Michigan Courts Add Pecpie

of Justice.

Once you have initiated your claim of appeal, you will need to file additional items with the Court of Appeals. This yeneric cover sheet form can
be used to file up to 10 additional items.

STATE OF MICHIGAN CASENO. ..,

“Lowsr Court or Tribunal IN THE COURT OF APPEALS CIRCUIT: I I I

| (Generic Cover Sheet COURT OF APPEALS: |

*Number Case Type

If you are unsure whether you are using the Viewer or a browser, open a form and look at the
toolbar displayed just above the Form toolbar.

If you are using Internet Explorer only:

-
1. You will see the Refresh Form button 6 on the toolbar.

2. When you click the Information button to display the About information, the About
PureEdge dialog box includes PureEdge Webform Server (PWS) in the title or description.

3 About PureEdge Webform Server - Microsoft Internet Expl - EI|5|

* Edge

PureEdge Webform Server
Version 1.1.1 Build 23 for XFDL 6.x

IState of Michigan Supreme Court eFiling System

Please contact the court for assistance with this system, do not contact
FureEdge directly.

PureEdge Wehform Server
bd G007 Cuialal

tione lne 81l okl
Close
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Filing a COA Form

The Generic Cover Sheet at a Glance

GENERIC COVER
SHEET

ATTACHMENTS

e S = Claim of Appeal

= Docketing
T Statement

= Brief
=  Motion

=  Motion to
Extend Time

= Stipulation
=  Miscellaneous

L PROOF OF
pren SERVICE

Optional pages are added to the end of the form. In general,
after adding an optional page, you can return to the first
page of the form by pressing <<Prev to go backward

A m erp | through all of the pages in the form.
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Fill in the Generic Cover Sheet Form

General Sequence for Working with a Form

On all forms, you will follow a sequence of steps to complete the form:
Fill in the first page of the form.

Add attachments to the form, as needed.

Complete the Proof of Service.

On the Proof of Service page, electronically sign the form.

Submit the form.

AN

Complete billing information.

Filling in Fields of the Form

There are some features that are the same for the Court of Appeals Generic Cover Sheet,
regardless of whether you are using the browser or the Viewer.

Lo
| Fle Edt view Fsvortes Todk Help i
| wak - = - @ ) 4| Qoearch GFavorkes || adgress [&] hitps:/secure.courts.michigan.govicourts/wps/portal x| @a Browser or
EI ff)llﬁl Invalid information entered. Enter the name of the lomer court ( VIeWGf
- Tichi " toolbar area
e GonTt / - e - +
“*_ onccomrs  Michigan Courts Add Text | add Pecgte] News »>
of Justice,
f A Seve Print Cancel
< Form toolbar
This generic cover sheet form can be used to file up to 10 items. Il
< Page
STATE OF MICHIGAN CASENO. row  momte R dir eCt’O’."S/
L ower Court r Trisunai I UAIS B Gl RAREALS oreut [ [ [ | Instructional
o £ ”
| Generic Cover Sheet | courror arpeacs Help” text
“Filing Party Last Name o1 BusinessEntityAgency Name
Filing Party Fitst Name M.l Instructions for completing this form: ReqUIred
1. At the top of the form, fill in basic case information. 7
2. In the “Filing Party" section, complete information about the filing fle/ds are
Address *Street 1, Street 2, "City, "State, and "ZIF Code) i
party and attorney.
3. Click the Attach toolbar button to attach the items you intend to Shaded In
submit to the Court of Appeals. é ye”OW and
4, After hing items, the "S y of ltems Filed" section reflects
I I the attached items and associated fees. The Court fees are set by have an
statute, MCL 600.321. — .
5. Check any hoxes that are applicable for waiving court fees. aSterISk
Attomey Last Hame R q
6. If necessary, click the Recalculate Fees box to refresh calculations.
7. Click the Next toolbar button to complete the Proof of Service page befOI’e the
Attomey First Name MI. P Humber and sign the final form. .
8. Sign and submit the final form. fleld /abel
Address(Street 1, Straet 2, City, State, and ZIP Code)
Attorney Telephone Humber
Immediate
Type Filename / Description Fee Consideration Amount
| | 0.00
= } } } } I _’l;l
[&] pone [ |2 [ mternet 7

COA eFiling User Guide 18 September 9, 2005



Required Fields and Navigation

The boxes on the screen represent all the fields that can be filled in on the form. Required fields
are shaded yellow and have an asterisk (*) before the field label.

To move from one field to the next, press the [Tab] key.
Keep the following tips in mind when filling in a form:

Tip: Drop-Down Box Interaction
Be careful! If you don't tab out of the drop-down box before you start using the scroll wheel, the
drop-down choices will still be active and you can inadvertently change your initial selection.

Tip: Check Boxes
You can add a checkmark in a box by pressing the spacebar.

Tip: Field Sizes

Sometimes, the proportional font specified by PureEdge Forms will fill the available space
before the field is visually full. For example, a person's name may be cut off, or you may not
have room for the entire service address on the Proof of Service page. In that case, you will need
to abbreviate the information.

Tip: Date Formats for Date Fields Across All Forms
Throughout the forms, the date format is MM/DD/YYYY. You must include the forward slashes
and a 4-digit year. Otherwise, your input will not be accepted.

Tip: Telephone Numbers

Telephone numbers should be entered in the (xxx)xxx-xxxx format, using the parenthesis and
dash, as necessary, to make the form easier to read. However, the system will accept the input
without those characters and will not automatically reformat the input.

Populating a Form

Inactive Fields. If a field is inactive, you will be unable to enter any information. This may
occur with fields that are reserved for Clerk’s Office use upon receipt of your filing.

Alpha or Numeric Fields. Certain fields may be restricted to either alpha or numeric data.
Placeholder Fields. Sometimes the data that you enter will show up on other places on the form.

For instance, at the top of every form there is a placeholder for lower court and COA information.
Once you enter information in that area, it will appear at the top of every other page of the form.

STATE OF MICHIGAN CASE NO. ...,

*Lower Court or Tribunal I Ul el Bl AP HEALS CIRCUIT: I I I

Generic Cover Sheet COURT OF APPEALS: |

FHumber Case Type

COA eFiling User Guide 19 September 9, 2005



Validation in the Form

If you attempt to enter information that does not fit with what the system expects, the field will
be shaded red. In addition, you may be presented with a dialog box with further directions, or
you may need to look next to the browser or Viewer toolbar to see detailed Help instructions.

Microsoft Internet Explorer x|

& Invalid information entered. Enter the Court of Appeals case number assigned to this case, if known

H | (:) | | ﬂl Inwalid information entered. Enter the Court of Appeals zase number assigned to this case, if known

Save a Form

The eFiling System provides the ability to save a copy of the form to your local computer. This
capability can be useful for several reasons:

= To allow you to archive your own copy of the completed form.
= To allow you to save a partially completed form for later use.

To save the form to your computer, first Refresh the form and then use the Save button on the
Form toolbar.

() For detailed instructions, refer to the Save a Form to Your Computer section on page 40 of
the User Guide.)

Tip: Security Settings
To download a file, such as the form file, you must set your Internet Explorer security settings to
enable downloads.

Tip: Saving and Refreshing
When you save subsequent times, you will want to overwrite (or replace) the saved document,
rather than creating multiple copies of the same work in progress.

Print a Form

To print a properly formatted version of the form that includes all the form pages, you must use
the Print button on the Form toolbar while working in the Viewer. The print function will print
the pages from the form but will not include the Attachment page or attached files.

Warning: The Internet Explorer Print button |~ will not print a properly formatted version of
the form.
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Using the Form Toolbar

Michigan Courts

2 . One Comurt

i) €

Print

Subrmiit

Standard Functionality Through the Form Toolbar Buttons

Button Explanation Notes

<<Prev Navigates backward through | Pressing this button does not automatically
the previous pages of a form return to page 1. In fact, when you use this

button in a multi-page form, you could see
pages that you have not worked with yet.

Next>> Navigates forward through the | You can use this button to leave a page without
pages of a form completing all required fields. At the point of

submission, you may be alerted that you have
invalid (incomplete) values.

Attach Enables you to add file The attachments are secured once you have
attachments to this form. electronically signed the form.

Add Text Enables you to add pages for
further text

Add People | Enables you to add form pages
to allow entry of additional
parties or attorneys for the
case

Save Saves this form to your PC Remember that you must Refresh the form
before submitting it. first, using Refresh Form button on the upper

left of the browser toolbar.

Print Prints the pages of this form.

Submit Sends the form to the eFiling | Prior to submitting it, you may want to save a
System and provides you with | copy of the form so that you can re-open it if
the option to continue with the | there are problems with the system.
next step of the process.

Cancel Closes this form without You can use this option to forfeit your work on
submitting changes. a form, or you can save the form first and then

use Cancel to exit the system.

Complete Page 1

The Generic Cover Sheet (COAO00) is intended to accompany the filing of items such as claims
of appeal, docketing statements, briefs, motions, motions to expedite, stipulations, and/or

miscellaneous items.

COA eFiling User Guide
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A s Invalid information entered. Enterthe name of the lower court
B o0 e

One Cowrt
of Justice

Michigan Courts

Add Text W Add People § Next >>

Save Print Cancel

This generic cover sheet form can be used to file up to 10 items.

*Lower Court or Tribunal

STATE OF MICHIGAN

CASENO. rvosi  snumber Case Type
IN THE COURT OF APPEALS

CIRCUIT:
COURT OF APPEALS:

Generic Cover Sheet

*Filing Party Last Name or Business'EntitwAgency Name

Filing Parly First Hame

M1 Instructions for completing this form:

Address ("Street 1, Street 2, *City, “State, and "ZIF Code)

. At the top of the form, fill in basic case information.
In the "Filing Party” section, complete information about the filing
party and attorney.

[

w

. Click the Attach toolbar button to attach the items you intend to

submit to the Court of Appeals.
. After attaching items, the "Summary of Items Filed" section reflects

-

Attorney Last Name

the attached items and associated fees. The Court fees are set hy
statute, MCL 600.321.

Check any boxes that are applicable for waiving court fees.

If y. click the Recalcul Fees hox to refresh calculations.

Attomey First Hame

S

Click the Next toolbar button to complete the Proof of Service page

M.I. P Number and sign the final form.

=

Address (Street 1, Street 2, City, State, and ZIP Code)

Attamey Telzphons Humber

. Sign and submit the final form.

Type Filename / Description Fee

Immediate

Consideration Amount

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Fee Substitute
Reason

Youwill be prompted to
supply fee payment
infarmation ta fulfill this
requirement immediately
following the submission of
this farm

™ Appointed Counsel

7 Motion to Waive

7 Fees Waived inthis Case

™ W InterAgency Transter
Flease complete the Generic Cover Sheet
page, add your attachments to the Attach

page, and complete the Proof of Service page
before clicking the Signature button on the

TOTAL: $ 0.00
AMOUNT DUE: $ 0.00

Recalculate Fees

Date Proof of Service page
COADD (04/05) GENERIC COVER SHEET

Signature

4
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BEFORE YOU
ATTACH ITEMS:
Fill in basic case
information.

Complete
information about
the filing party
and attorney.

Click the Attach
toolbar button to
attach the items
you intend to
submit.

AFTER YOU
ATTACH ITEMS:

The Summary of
Items Filed is
automatically
filled in with the
items and fees.

Check any boxes
that are
applicable for
waiving court
fees.

Refresh Fees, if
necessary.

Press the Next>>
button to continue
with the Proof of
Service page,
where you can
sign the form.
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Attach Items to be Filed
Attach Files

At this point, you may be ready to attach files, although you can do this at any time during the
form completion. The Attachments page provides you with all of the options you will need to
attach, view, and remove PDF documents. (Note: You cannot attach files after you sign the form.

In order to do so, you would need to un-sign the form and then attach the files.)

From an open and UNSIGNED form:

1. Inthe Form toolbar, click the Attach button. The Attach page displays.

1| 0 | e e e e e

Michigan Courts

STATE OF MICHIGAN
IN THE COURT OF APPEALS

Generic Cover Sheet

Lower Court or Tribunal

CASENO. ... number Case Type

CIRCUIT:
COURT OF APPEALS:

use descriptive names for your files.

fee of $200.

Attached File Description

Please attach the files you intend to submit to the Court of Appeals. All attachments must be in PDF format. It is recommended that you

The court fees are set hy statute, MCL 600.321. The Claim of Appeal requires a fee of $375. There is no fee to file a docketing statement or
a brief. The standard motion fee is $100 for each motion. A Motion for Inmediate Consideration or a Motion to Expedite Appeal requires a

Aftachment Type ZI Immediate Consideration? ™ Click to Attach

view | Remove |

Altachment Type ZI Immediate Consideration? ™ Click to Attach

view | Remove |

Aftachment Type ZI Immediate Consideration? T Click to Attach

Wigwr I Ramnval

Altachment Type ZI Immediate Consideration? I Click to Attach

view | Remove |

Aftachment Type ZI Immediate Consideration? T Click to Attach

“igwr I Ramnval

Altachment Type ZI Immediate Consideration? ™ Click to Attach

view | Remove |

Aftachment Type ZI Immediate Consideration? T Click to Attach

Wigw I Ramnval

Aftachment Type ZI Immediate Consideration? ™ Click to Attach

view | Remove |

Aftachment Type ZI Immediate Consideration? T Click to Aftach

Wigw I Ramnval

Aftachment Type ZI Immediate Consideration? T Click to Attach

Wigw I Removel

COAND (04/05) GENERIC COVER SHEET

COA eFiling User Guide
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From the Attachment Type drop-down list, select the appropriate document type.

Check the Immediate Consideration checkbox if you are also filing a motion for
Immediate Consideration. (The fee is $200.)

To select a file from your own directory to attach to the form, click the Click to Attach

button.

The Attach File page works differently between the Viewer and the browser. The next steps
depend on whether you are using the browser or Viewer with forms.

Viewer Web Browser
The Attach File dialog box displays. The Attach dialog box displays.
Leck n |@ 237872 Searned Dacs j “ o &- Type the path and filename ofthe file you want to attach or
[F)z0011218_C237672_34_dktstme.pdf  Th]237a72(64)_order. pdf press the tab key followed by the spacebar to browse:
%23?872(13)_ﬂrder‘pdf %2378?2(65)_nrdar.de
237872{18)_order. pdf 237672(66)_order.pdf
Ezs?mz(zu)_arder‘gdf ‘Ezs?s?z(e?)_bnef.ppdf I %I
[ 237872(30)_order pof Tlea7a72(69)_brief. pdf
[l 237872(36)_brief pdF oK | B |
[ 237672(43)_brief ,pdf
[ 237672(45)_brief ,pdf
[ 257672(47)_order pdf
(¥ 237672(55)_brief ,pdf
[ 257872(61)_brief pdf
File nane: I\ j Open I
Files of twpe: IAII Files [**) j Cancel
Select a file to attach. To select a file to attach, click the Browse
. button. The Choose File dialog box displays.
Click the Open button. g play
i i
Loak in: Ia Case 237872 Documents j =] [ v
237672 _evidence_of _ordering_transcript.dac
237672_evidence_of _ordering_transcript.pdf
237672_motion_to_extend_time.doc
237672_motion_to_extend_time,pdf
File name | | een |
Files of type: IA\I Files %] j Cancel I
7
Select a file to attach and click the Open
button.
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g 2
Look i I {4 Case 237872 Documents =l o« & Ea-
-“i. 237872 _evidence_of _ordering_transcript.doc
237872 _evidence_of _ordsring_transcript.pdf
23?8?2 motion_to_extend_time,doc
tion_to_extend_time.pdf
File riame: [ 237872_motion_to_estend_time.paf | DOpen |
Files of type: i Files 9 =l Cancel
P

The filename is displayed in the Attach dialog
box.

Twpe the path and filename of the file you want to attach or
press the tab key followed by the spacebar to browse:

|F:\eFiIe Demo Case 2378,  Browse... |
Ok I

Cancel |

To proceed, click OK. A message window
displays while the attachment file is transmitted
to the eFiling System.

/3 https://testl.c

=101 x|

6. The Attach page displays.

Viewer

Web Browser

You can see the filename you selected.

Attached File Description

You do not see the filename you selected.

To display the current list of attachments, click

W]
the Refresh Form button

File Description

“3 Immeadhate Considerahon? B 237872 mobion to_extend time pdl

“3 Immediate Consideration? 237872 mobion to estend hime pdf

7, Repeat steps S and 6 as needed, to add the desired attachments to the form.

8. Click the <<Page 1 button to leave the Attachment page and return to Page 1 of the form.

COA eFiling User Guide
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A completed attachment page for initiating a case may display as follows:
=] Qgg Selest the type of file you are attaching

One Court
of Justice.

Use a descriptive

STATE OF MICHIGAN CASENO. ...  nomoes R

Lower Court or Tribunal (=13 @O @7 AL CIRCUIT label when

| Generic Cover Sheet  |courror areeais naming your files.
Please attach the files you intend to submit to the Court of Appeals. All attachments must be in PDF format. It is recommended that you If yOU have a Case
use descriptive names for your files.
The court fees are set by statute, MCL 600.321. The Claim of Appeal requires a fee of $375. There is no fee to file a docketing statement or numbel’, yOU
a brief. The standard motion fee is $100 for each motion. A Motion for Inmediate Consideration or a Motion to Expedite Appeal requires a M
fo of $200. should include

that. If not, use a

Attached File Description

reference to a
case name as

view | Remove |

Claim of Appeal ZI Immediate Consideration? ™ 237872 claim of appeal pdf

Juris Checklist ZI Immediate Consideration? ™ 237872 juris checklist pdf Wiew | Remnvel part Of the
Jud/Ord Appealed ZI Immediate Consideration? T 237872 judament of order appealed pdf Wiewr | Ramnval fllename-

view | Remove |

Transcript Order ZI Immediate Consideration? I" 237872 evidence of ordering transcript.pd

|
|
|
|
Docket Entries ZI Immediate Consideration? T 237872 redister of actions.pdf | View | Ramnval
|
|
|
|
|

view | Remove |

lmj Immediate Consideration? ™ Click to Aftach
lmﬂ Immediate Consideration? T Click to Attach
lmj Immediate Consideration? ™ Click to Aftach
lma Immediate Consideration? T Click to Attach
lmﬂ Immediate Consideration? T Click to Aftach

Wigwr I Ramnval

view | Remove |

Wigw I Ramnval

“igw I Removel

COAND (04/05) GENERIC COVER SHEET

J i
Notes:

= All of your attachments must be in PDF format. The Court of Appeals does not accept
any other document format. The Court encourages searchable PDF format to enhance
judicial and staff attorney use of the submissions.

»  Thereis a 5 MB limitation on the cumulative file sizes that are allowed to be submitted.

= You must attach files prior to electronically signing a form because the electronic
signature will secure the attached files against modifications.

COA eFiling User Guide 26 September 9, 2005



Adjust Fees

The Generic Cover Sheet form includes an area where you can supply fee payment information.
If you have reason for a fee substitute:

1. Check the box that indicates your reason.

2. If you are using the browser, check the Recalculate Fees button.

= (:)ll Rl -+ iormation entsred. Enterthe nams of the lomer oour

oneCorrr— Michigan Courts

of Justice,

Add Text §Add People | Next >>

Save Print Cancel
This generic cover sheet form can be used to file up to 10 items.
STATE OF MICHIGAN CASENO. wras  momber S
“Lower Court or Tribunal INTHE COURT OF AEREALS CIRCUIT:
| Generic Cover Sheet  |courror appeas

"Filing Party Last Name or BusinessiEntityAgency Name

Filing Party First Hame M1 Instructions for completing this form:

. At the top of the farm, fill in hasic case information.

. In the “Filing Party" section, complete information ahout the filing

party and attorney.

Click the Attach toolbar button to attach the items you intend to

submit to the Court of Appeals.

. After attaching items, the "Summary of ltems Filed” section reflects

I I the attached items and associated fees. The Court fees are set by
statute, MCL 600.321.

Check any hoxes that are applicable for waiving court fees.

If necessary, click the Recalculate Fees box to refresh calculations.

Click the Next toolbar button to complete the Proof of Service page

Attomey First Name ML P Mumber and sign the final form.

Sign and submit the final form.

[S

Address (Street 1, Shieet 2, "City, *State, and “ZIP Cade)

g9

-

Attorney Last Name

SR

2

Address (Strest 1, Street 2, City, State, and ZIP Code)

Attomey Telzphone Number

Immediate
Type Filename / Description Fee Consideration Amount
o.on
000
0.00
0.00
o.oo
0.00
0.00
0.00
oo
0.0
TOTAL: $ 0.00
Fee Substitute vou will be prompted to AMOUNT DUE: b3 0.00
Reason: supply fes payment Recalculate Fees
infarmation to fulfill this
r Appomted Counsel requirement immediately
fallowing the submission of
™ Motion to Waive (i (i,
I Fees Waived inthis Cased
™ MI InterAgency Transfer|
Please complete the Generic Cover Sheet
page, add your attachments to the Attach
page, and complete the Proof of Service page
befare clicking the Sianature button on the
Date Proof of Service page Signature
COADD (04/05) GEMERIC COVER SHEET
4 | |

Note: If it is later determined that you do not qualify for a fee waiver, then a fee will be assessed
at that time.
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Complete Proof of Service

You must provide proof to the Court of Appeals that you have served (or will immediately serve)

a copy of all the attached documents on the other parties in your case.

& Enterthe name of the case. Thisshould be the sama name as on your claim of appeal. =
] ull @ (For example, John Smith w. Susan Jones) ZI
Add People § Next ==
Print Cancel
You must provide proof to the Court of Appeals that you served a copy of the attached documents on all parties.
STATE OF MICHIGAN CASENO. ...  juber e T

IN THE COURT OF APPEALS

CIRCUIT | |
COURT OF APPEALS |

Lower Court or Tribunal

Proof of Service

Case MName:

Please complete this checklist and file with your claim of appeal

Drate (MMDDAYTY)
On N

j one copy of the following documents

on the following persons:

BarNumber “Hame “Senive Address

.

°

| |
| |
| |
| |
| |
| |
| |
ol |
| |
| |
| |
| |
| |
| |
| |

After clicking the Signature buttan, be sure ta
click"Sign" and then “Accept” before
Date clicking "OK". *Signature

Please Sign Here

COAN0 (D4105) PROOF OF SERVICE MCR 7.204(C)3

4l | |
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Enter the Case
Name.

Enter the Date
and the method
of service.

The list of
documents will
be automatically
generated and
include the
names of all
attached files.

Provide the
name and
service address
of every
attorney or
party served.

You can list up
to 15 individuals
who are being
served.

SIGN THE
FORM

(The Date field
is automatically
filled in when
you sign.)

September 9, 2005



Complete the Form Process

Sign the Form

A form must be electronically signed before it can be submitted to the eFiling System. When you
electronically sign the form, you do the following:

v Confirm that you accept responsibility for the information entered and the attachments
provided in the form

v" Secure the form from tampering.

= We recommend that you check the form for all required fields prior to signing, to avoid
errors in the submission process.

= Once you sign a form, you can delete the signature to un-sign the form and continue to
edit the form. Deleting a signature can only be done prior to submitting a form.

1. When a form is complete (all information is filled in and attachments have been added), click
the Please Sign Here button on the Proof of Service page.

Atfter clicking the Signature button, be sure to Please Sign Here |
click "Sign" and then "Accept' hefare 9
Date clicking "OK" *Signature

T
Note: If you are using the browser, you may be directed to click the Refresh Form button 6],

2. The signature dialog box displays; it indicates if the form has been signed. To continue with
the electronic signature process, click the Sign button.

Viewer Web Browser

Digital Signature Viewer g] g

‘@ No Signature @ |g No Signature @

B sign | Delete

Note: Clicking the OK button before signing, will return to the Proof of Service page in the
event that you do not want to continue with signing the form.
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3. From the dialog box that displays, review the “Terms and Conditions” on the screen. If
you agree with the Terms and Conditions and wish to continue, click Accept.

Viewer Web Browser

i Click-Wrap Signing Ceremony QI

Electronic Document Signature ‘g Electronic Document Signature 4@

By clicking on the Accapt button below you ars agresing to the following Terms and Conditions

By clicking on the Accept button below you are agreeing to the following Terms and Conditions

Every document filad with the court must be signad by
party's attorney. By clicking the "Accept" button, th:
the attorney who is filing the document. The ragistera:

ty filing the document or by the ~

erad vser is identifizd as the party or
= name then appears on the signaturs
line of the form. The printed name on the signature line is the wser's electronic signature. (Exvery docuraent filed with the court must be signed by the party filing the docurment orby the j

party's attomey. By clicking the "Accept” button, the registered user is identified as the party or
The electronic signature is not a digital siznature; in other words, it does not lock like a ithe attomey who is filing the document. The registered user's name then appears on the signature
handwritten signatvre. But the electronic signature reprasents the vser's signature and has the same | % lline of the form. The printed nare on the signature line is the user's electronic signature

Gl beeo it e The elestronis signature is not & digital signature; in other wonds, it does not look Tk

handwritten signature. But the electronic signature represents the user's signature and has the same

legal effect as the user's actual signature. Once the user clicks the "Accept” button, the slsctronic

Clisk the Acospt button fo sign

Accept|  Cancel

4. A dialog box will display, indicating that the digital signature was accepted. To proceed with
the submission of the filing, click OK.

Viewer Web Browser

Digital Signature Viewer E| g

‘@ Signature Is Valid @ .g Signature is Valid m@

Signer.  Accepted

Signer: Accepted

Hash Algorithm: shal Hash Algarithmn:  shal

Additional Information: Additional Information

Click Sign Time: 20041005T163939 ~ Click Sign Time: 20050505T 185952 j
Hash Algorithm: shal Hash Algorithm: shal

. i i Title Text: Electronic Document Signature
Title Text: Electronic Document Signature

Main Prompt: By clicking on the Accept button below you are agreeing to the
Main Prompt: By clicking on the Accept button below you are agreeing to following Terms and Canditions
the following Terms and Conditions

o« | [ ]

v M e e e e |

Delete QK =) Delete

Note: This screen displays programming language. It is not critical that you understand the
text. It is displayed during the pilot phase of the project to assist project programmers in the
investigation of errors.

COA eFiling User Guide 30 September 9, 2005



5. When you return to the form, notice the following changes:

= The text on the signature button on every page of the form is updated to indicate that the
form has been electronically signed.

= In the Form toolbar, the Submit button is now enabled.

Michigan Courts Add Text | ada Peapic | Next =
- - . : - : Save F Print F Cancel

sl

After clicking the Signature button, be sure to
05/05/2005 click "Sign" and then "Accept' before il Kathy Donovan
Date clicking "OK". *Signature
COADD (04/05) PROOF OF SERVICE MCR 7 204(C)3

Ll

VERY IMPORTANT * * VERY IMPORTANT * * VERYIMPORTANT

At this point, you have signed the form, but it still needs to be submitted to the eFiling system.
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Submit the Form

Once you sign the form, you are able to submit it to the eFiling system. Signing and submitting
the form are two separate processes.

Once you electronically sign the form, the Submit button is then enabled. You can submit the
form to the eFiling System by clicking the Submit button from the Form toolbar.

You will receive acknowledgement from the system that your form has been received and,
eventually, further acknowledgement that your form has been accepted.

After a form is submitted it can no longer be modified within the eFiling System. You will only
be able to access a PDF version of your form through eFiling after submission has completed.

VERY IMPORTANT * * VERY IMPORTANT * * VERY IMPORTANT

If you log out, or allow your session to expire prior to proceeding to the payment screen, your
filing will be deleted and your filing will not be sent to the court. As a safeguard, be sure to save
your work in progress to your own computer.

1. Click the Submit button to submit the form to the eFiling System.

2. After submitting a form, the following screen displays to confirm the filing fee and provide
the opportunity to edit or remove the form if needed.

Verify your case number (if any) and destination court.

3} 16M WebSphere Portal - Microsoft Internet Explorer - ol x|
J File Edit Yiew Favortes Tools Help |
| ®Back - = - @D & | @search (G Favorites ”Hnddress |&https:/isecure.courts. michigan.govicourts/wps/portal | @a

One Court
LofJustice.

eFiler Home

='Work with forms Cagze Mumber:
Court. Court of Appeals

Search for forms

Open saved form  yoyp filing has NOT heen sent to the court. To submit your filing to the court, you must

My submission continue to the payment screen. fyou log out, or allow your session to expire prior to
My eFilings proceeding to the pavment screen, your flling will be deleted from the eFiling systern and i will
not be sent to the court.
Update profile
eFiling inguiry Please verify vour case number and destination court isted abowe before clicking continue.
Name inguiry
oamt e e No- | Fomame 1] Feo
[ Remove COAOD  |Generic Cover Sheet | [Edit] | s0.00
\ Total| $0.00
Continue
[-|
[&] Dore l_ l_ ré_ | trternet Y
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3. You now have several options.

= Continue: Click Continue to continue with the submission by moving to the Payment
screen.

= Edit: Click Edit to return to the form. The form opens to the first page. You must un-sign
the form in order to make any changes. To do so, locate the Signature button (on the
Proof of Service page) and click the Signature to un-sign the form.

= Remove: Click Remove to remove the form from the submission process.

4. To proceed with the submission process and finalize the eFiling, click the Continue button.

VERY IMPORTANT * * VERY IMPORTANT * * VERYIMPORTANT

If Your Form Cannot Be Submitted Because Required Fields are Incomplete

It is possible to sign a form as long as all required fields are filled in on the Proof of Service
page. That is to say that the required fields on the other form pages can be left blank and you
would still be able to sign the form. However, you will not be able to submit the form in that state.
In that case, you will receive a message such as the following:

Microsoft Internet Explorer i ll

& This Form contains invalid Formats and cannot be submitted, Please review all pages in the Form and then retry wour
submission,

In that case, you will need to do the following:

1. Un-sign the form.

2. Review the pages in the form to locate missing or invalid information. Most likely, you will
notice a required field has been left blank. (It will still be shaded yellow).

3. Fill in the required information.

4. Sign the form again.

5. Submit the form.

If Your Form Cannot Be Submitted Because of File Size

If your submission exceeds the 5 MB file size limit, you will not be prompted for payment
information. Instead, the system will stop at the submission summary screen with an error
message displayed.
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~ One Conrt
wrfinstices

eFiler Home

="Work with forms Case Number:
Court:

Search for forms

Open saved form your filing has INOT heen sent to the court. To subrit vour fing to the coutt, you must

Iy submission continue to the payment screen. Ifyou log out, or allow your session to expire priot to
My eFilings proceeding to the payment screen, your filing will be deleted from the eFiling system and it will
not be sent to the court
Update profile
eFiling inquiry Please wenfy vour case number and destination court hsted above before clicking continue.
Name inguiry

Logout (] FomNo | FomWName || Fee

Total | $0.00

Note that all attachments to a form must be in PDF (portable document format) with no
electronic signature or security enahled.

There were problems processing your filing

o The form submitted 15 too large. The masimum form size supported 15 SMEB.

In that case, you have a couple options:
1. Ifyou saved the form to your computer prior to signing or submitting, you can open the
saved form, un-sign the form (if necessary), and remove some of the attachments.
a. Ifyou are attempting to eFile multiple PDF documents in a single transaction,
consider splitting your single transaction into multiple transactions.
b. If you are attempting to eFile a brief with several large appendices included,
separate the appendices into their own documents.
c. Ifasingle PDF document, such as a brief, in and of itself is larger than 5 MB,
then you may need to split the PDF file into several parts and submit each part on
its own (Part 1 of 2), (Part 2 of 2).
2. Ifyou have not saved the form to your computer prior to signing or submitting, you will need
to search for the cover sheet form again and start from scratch. This time, keep in mind the 5
MB limit for attachments.

5 MB is the limit for an entire submission. The submission includes the cover sheet form and all
attachments, which will inevitably be larger than the individual attachments totaled collectively.
If you have concerns that a submission might exceed the limit, you may wonder if there is any
indication onscreen. At this point, the system alerts you only when you attempt to submit the
large file. Keep in mind, however, when you save the file, you should be able to see the size of it
by looking at the file properties.

If you find that you frequently have large submissions, you might find it useful to complete all the
basic fields in the form and then save that form to your computer. You can then open the
completed cover sheet form and attach individual files. Completion of the form is already
complete for each subsequent submission.
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Unsign the Form

Once you sign the form, you are not able to edit it. In a sense, it is “locked down.” To make any
changes or fixes, you must remove your electronic signature from this form.

1. Click the signed Signature button.

Michigan Courts Add Text | ada Peopie | Next -
- . . : ' . Save F Print F Cancel
i I !
M !
M |
I |
M !
MLl !
Date clicking "OK". *Signature
COA00 (D4/05) PROOF OF SERVICE MCR 7.204(C)3

Ll

2. A dialog box displays indicating that the digital signature is valid. To proceed with removing
the signature, click Delete.

Viewer Web Browser

Digital Signature Viewer | g

‘@9 Signature Is Valid @ .@ Signature is Valid @
Signer Accepted Signer.  Accepted

Hash Algorithm: shal Hash Algorithmn:  shal

Additional Information: Additional Information

Click Sign Time: 20041005T163939 ”~ Click Sign Time: 20050505T185352 j
Hash Algorithm: shal Hash Algorithm: shal

. . . Title Text: Electronic Document Signature
Title Text: Electronic Document Signature

Main Prompt: By clicking on the Accept button below you are agreeing to the
Main Prompt: By clicking on the Accept button below you are agreeing to following Terms and Canditions

the following Terms and Conditions

« |

B

Delete QK &) Delete
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3. The signature dialog box displays indicating the form no longer has a signature attached. To
continue, click OK.

Viewer

Web Browser

Digital Signature Viewer

&

No Signature

No Signature q@

oK

Sign | [Delete

When you return to the form, the signature button is available again.

Flease Sign Here

T Signature

COA eFiling User Guide
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Provide Payment Information

After a form has been filled in, electronically signed, and submitted, the required filing fee must

be paid.

1. If the filing requires the payment of a filing fee, the following screen displays. Provide the
required payment information.

eFiler Home
-Work with forms

Search for forms

COpen saved form

Iy subtmission
My eFilings
Update profile
eFiling inquiry
Name inguiry
Download viewer
Logout

Cazse Number: 123456
Court: Court of Appeals
Filing Fee: $300.00

Credit Card Holder Information
*Mame As It Appears On Card

*Eilling Address

*City | |
State | Alaska =

*Postal Code

Cradit Card Type [Master Card =
*Credit Card Number | |
Expiration Date |.January -l |O5 =l

| Finish || Cancel |

2. Click the Finish button.

The following screen displays to confirm that your eFiling submission was received

successfully.

You will also receive a confirmation email.

4. At your discretion, right-click and print this confirmation screen. You can include this
with the paper “courtesy copy” that you file with the court.

Onre Conrt
of Justice,

eFiler Home
-Work with forms

Search for forms

Open saved form

Wy subtrission
My eFilings
TUpdate profile
eFiling inquiry
Name inquiry
Logout

Summary - Kathleen b Dono itts. 1l Zow)
The filing has been successfully received by the eFiling System and has been sent to the court
listed below. However, the court has not yet confirmed jurisdiction. In addition, a confirmation

has been emailed to kdonovan(@courts.mi.gov.

Print this confirmation for your records

Filing Summary for eFiling # 831722076
Court: Court of Appeals
Case Name: 20358w0%4toi[joia vs. DEFENDANT

Case No:

Submitted Date: 06/02/2005 2:20 P}
Filer Name: Fathleen }. Donovan

Forms Summary

Filed Date:
Status: Pending

Form Name: Generic Cover Sheet

Attachment(s):
Fee Summary
Fee: §0.00 Card Type:
Confirmation No.: Acct, last 4:
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At this point, you
have
successfully
submitted the
form. However,
the Court of
Appeals has not
yet confirmed
jurisdiction or
conformity with
the Court Rules.
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5. Click Done

6. At your discretion, print the confirmation email. You can include this with the paper
“courtesy copy” that you file with the court.

B Mail From: <efiling@courts.mi.gov> - |EI|5|
Fle Edit Wew #Actions Tools ‘Window Help

B SB[ w BE |

From: |<:eFiIing@c0urts.mi.g0v:= o e | x
Ta: |<kdonc-van@courts.mi.gc-v:>
- Close
Subject: IMI eFiling
Message: =3o
== eFiling 531722076 received by the Michigan eFiling System on 06f09/2005 at -
02:20 PM and has been delivered For review to the court identified below, Reply

&s indicated in the Registration Terms & Conditions, sec 4-5,
ackrnowledament of receipt is not equivalent to acceptance of efiling. An
Accept/Reject e-mail will be sent to you when the receiving court has %
completed its review, -

Case MName: 20358w04tai(joia vs, DEFEMDANT Forward

Case Number:

Court: Court of Appeals
-

Do ok reply or send questions ko this address. IF vou have questions

ding thi il pl kact zdog@us b, com,
regarding this email please contact zdog@us b, com Delete

[Date: 6205 2:200m 4

7. Notice that the Filing Summary screen displays. You now have an opportunity to print the
submitted form and attachments.

= To print the submitted form, click the Form Name (which is listed in the Forms
Summary area).

= The PDF version of the form opens. You can print the document(s) for your files, as well
as the copies to mail to the COA and copies to serve on the parties.

One Conrt
of Justice,

eFiler Home
eFiler Home
=Work with forms Filing Summary for eFiling # 506501096
Search for forms Court: Court of Appeals Case No: 123456
Cpen saved form Case Name: Detroit Edison Co. w MEPSC
My subtmission Submitted Date: 05/12/2005 10:00 AW Filed Date:
My eFilings eFiler Name: EKathleen M. Donovan Status: Pending
Update profile itz Sy
. . Form Name: Generic Cover Sheet
eFiling inquiry
. Attachment(s):
Name inquiry Fee Summary
Lgprti Fee: §0.00 Card Type: Visa
Confirmation No.: DBEGCONFIEI Acct. last 4: 5028
Search Again

8. Click Search Again to return to the Forms Search screen.
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Manage Your Forms

Cancel a Form
While you are working on a form, you may want to close the form without submitting changes.
In that case, you can cancel the form.

1. In the Form toolbar, Click Cancel.

2. You will be prompted to save changes.

Viewer

Web Browser

2)

Microsoft Internet Explorer x|

FORM CHAMGED

Do you want to save changes?
Click QK to save, or Cancel ko ignore changes.

(a4 I Cancel |

Microsoft Internet Explorer

(To save changes, click OK.)

To close without saving changes, click
Cancel.

& Are you sure you want bo navigate away from this page?

Doing so will erase any information you have already entered into the Form,

Press OK to continue, or Cancel ko stay on the current page.

oK I Caniel

Click OK.

FORM HAS CHANGED |

Do wou wank to save changesy?

Yes

Mo Cancel |

Click Yes.

You will remain logged in to the eFiling system and will return to the Form Search screen.
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Save a Form to Your Computer
The eFiling System provides the ability to save a copy of the form to your local computer. This
capability can be useful in several ways:

= To save a copy of the completed form for archival purposes.

= To save a partially filled-in form that will be completed in the near future.

1. On the Form toolbar, click the Save button.

Viewer Web Browser

[Microsoft Internet Explorer

You did not refresh your farm before making your request, 1t is being updated for you, Pleass
repeat your request on the returmed form.

When you click the Save button, you may be
prompted to refresh. Click OK.

®,

Click the Refresh Form button

2. If'there are required fields that have not been filled in yet, the following dialog box displays.

Viewer Web Browser

x| Microsoft Internet Explorer x|

@ One or more of the items in this Form contains an invalid value, One oF maore ikems in this Form contain anincorrect value.
Do you want to proceed anyway? Press OF to continue with save,

Ves Ha | [8]4 I Canicel |

Click Yes to proceed with saving the form. Click OK to proceed with saving the form.

Some files can ham your computer. If the file infarmation below
looks suspicious, or you do not fully trust the source, do not open ar
zave this file.

File name: COABS 2005-05-16. xfd
File type:  #FDL Document

Frarm: testl. courts. mi.gav

“whould vou like to open the file or zave it to your computer?

Open | Save I Cancel | tare Infa |

W | &lways ask before apening this bupe of file

The File Download dialog box displays. To
continue, click the Save button.
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The Save Form dialog box displays.

The Save As dialog box displays.

Save in: I 3 My Documents j = fj( - Savein I 4 eFile Saved Foms j (=] |‘j‘
| 12537872 Scanned Docs COAZ53_2005-05-16, Fd
|=1 242743 Campleted Forms
@My Pictures
File rame: | | Save | File name: [coess 20050516444 =l Gave |
Save as bype: |><FDL Documents j Cancel | Save as tupe: |><FDL Document j Cancel |
g

Select a location where the file should be
saved. Enter a filename.

Click the Save button.

The form will be saved in the specified
location. (A filename is not automatically
inserted.)

Select a location where the file should be
saved. Enter or select a filename.
Click the Save button.

The form will be saved in the specified
location.

The following dialog box displays the progress
of the save.

e

Download complete

3

vl

= Download Complete

Saved:
COABS 20085-05-16.xfd frarm test] . courts. mi.gow
AENNEEENNENNEENNENNENNNENNENNEENNNNNENNNEEN

Downloaded: 963 KB in1 sec
Diownload to; C:hDocument., SCOARS 2005-05-16.xfd
Transfer rate: 96.3 KB/Sec

[™ Close this dialog box when download completes

| Open Folder | Cloze I

Open

When the save is complete, click the Close
button.
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The saved forms will have an .xfd extension. A typical naming convention might include the form
name or number, case number, and the date, as in Cover 123456 2005-06-20.xfd.

For detailed instructions on opening a saved form, refer to the Open a Saved Form section on
page 44 of the User Guide.

Warning: Forms are revised on a regular basis and depending upon the extent of the changes,
older revisions of the forms may no longer be accepted by the court. It is recommended that
partially filled in forms be completed within a reasonable time period and that you create new
filings from forms retrieved directly from the eFiling System, not from a locally saved copy.
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Print a Form

To print a properly formatted version of the form that includes all the form pages, you must use
the Print button that is in the Form toolbar. The print function will print the pages from the form,
but will not include the Attachment page or attached files.

Note the Internet Explorer the print button || will not print a properly formatted version of
the form.

Note for Internet Explorer users: Note that the browser print settings (including margins, header,
and footer) will affect the print format. These settings may vary depending upon your selected
printer. Changing these browser settings will change the print options for all printing through
your browser. Typical settings are: No header, No footer, Left margin = 0.375”, Right margin =
0.257, Top margin = 0.5”, Bottom margin =0.25".

1. In the Form toolbar, click the Print button.
El (:}l |g| Invalid information entered. Enterthe name of the lower court
“*_ Onccorr  Michigan Courts Add Peaple | Next>>

|»

This yeneric cover sheet form can be used to file up to 10 items.

STATE OF MICHIGAN CASE NO. ~,
*Lower Court or Tribunal IN THE COURT OF APPEALS CIRCUIT: I I I
I Generic Cover Sheet COURT OF APPEALS:

FFiling Party Last Hame or Business/EntitywAgency Mame

FHumber Case Typ

Filing Farty First Name ML Instructions for completing this form:

1. At the top of the form, fill in basic case information.

2. In the "Filing Party” section, complete information abhout the filing
party and attorney.

3. Click the Attach toolbar button to attach the items you intend to
submit to the Court of Appeals.

4. After attaching items, the "Summary of ltems Filed" section reflect:

I I the attached items and associated fees. The Court fees are set by

statute, MCL 600.321.
. Check any hoxes that are applicable for waiving court fees. =

Address FStreet 1, Street 2, *City, *State, and "ZIP Code)

S

Attorney Last Mame
1
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The next step depends on whether you are using the Viewer or the browser.

Viewer

Web Browser

The Windows Print dialog box displays.

As the printed form is being generated, another
browser window is opened containing the form image,
and a Print dialog box displays.

— Printer
Mame: Saipp A1 0.1 221 2220H)-2455-2M11 j Froperties | R i, Ll s card e g, court s st el le_SWS_daptes) pres e At JTTE| loix]
€ Frint [ E— 2l = =
Status:  Ready Layout | General | Dptions | Paper | Frhing | Groptcs | Faonaes | Possorpt| Farts | Dverars | wet | About | urts || || Google - | i
Type: Lexmark Optra § 2455 P52 Sloct Pirker |-
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Select the desired printer and click the Print button.

The Print dialog box and the browser window
containing the image will both close automatically, and
the form will be sent to the selected printer.

Note: If you attempt to print a form that has not been completed, you will get a warning that the
form contains an invalid value. Click Yes to bypass the warning and continue with the printing.

es

Mo

One or mare of the ikems in this form contains an inwalid value,
Do you wank to proceed anyway?
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Open a Saved Form

This feature of the eFiling System allows you to resume working from a form that was saved to
your local computer. The saved forms will have an .xfd extension.

Notes:

Forms are revised on a regular basis and depending upon the extent of the changes, older
revisions of the forms may no longer be accepted by the court. Therefore, it is recommended
that partially filled in forms be completed within a reasonable time period and that you create
new filings from forms retrieved directly from the eFiling System, not from a locally saved copy.

When you retrieve a saved form, the system will verify that the form itself has not been altered
and will prevent an altered form from being used by the eFiling System.

A saved form can be submitted more than once. However, each submission of the form will be
considered a separate filing and filing fees will be charged for each separate electronic filing.

1. From the eFiling home page, click the Open Saved Form link.
2. The following screen displays.

My eFilings
Update profile

[ Open |

3. Click Browse to locate the saved form.

4. Select the desired form. Click Open.

7 i
Look in: [ 3 eFile Saved Foms | «e®merE-

File name: ICUAZES_ZUUE-UE-T E.xfd j Open
Files of twpe: IAH Files [#. %] j Cancel
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5. The form name displays in the Browse box. Click Open. The selected form opens in the
current window.

One Conrt
of Justice,

Sl Tse this page to resurae working ona form that was previously saved throngh the eFiling systern.

Search for forrs

Open saved form T use this page:

Iy subrnission

. 1. Click Browse helow and select the saved foma

My eFilings 2. Click Open
Tpdate profile
eFiling inguiry i i
R iy Saved fo: [C:ADOCUMeNts and Settingsitrainerihly Documents\05_2{ Browse...
-
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eFiling System Inquiries

View eFilings You Have Submitted

The “My eFilings” option allows you to list eFilings that you have submitted through the eFiling
System. There are several search options to assist you with finding an eFiling.

1. From the menu bar, click the My eFilings link. The My eFilings screen displays.
My eFilings allows you to find and view information about electronic filings that have been
submitted to the eFiling System through your username.

Mo eFilings were found.

Iy eFdings allows you to find and view information about electronic filings that have been
submitted to the eFiling Svstem through yvour usernatme.

To use Iy eFilings, enter a value for the critenia to search by and chck on the Search button.

Search By Criteria

" eFiling Mumber

@ Case Mumber  |23872985

Last/Business/Entity/Agency Mame  First MName

 Party
" Status Accepted 'l
€ Submission Date | May =1z =], [2005 =] may =122 2005 7]

 List all my eFilings

2. The corresponding radio button for the last value entered will automatically be selected.
Enter or select a value to search by.

Notes:
= You may only search based on one criterion at a time.

»  You may inquire by a specific case number. Keep in mind that although there may be
eFilings in the system, you are only authorized to view eFilings submitted through your
username for this case. The message may indicate, “No eFilings were found.” More
directly, you may not be authorized to view filings for that particular case.
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3. Click the Search button to start the search. When the search is complete, the results list
displays.

eFiler Home
=Work with forms
Searchfor forms  Search By All My EFilings

Open saved form Search Again

My SUbImSSIOn ~ © Nall\e .
My eFilings Numb umber

Consumers Energy Company v |Generic Clover

Select one of the eFilings below by clicking on the eFiling number

Updat, fil
;ﬂj:e-l)m- e 121950216(117777 PO o 05005 T
eFiling inquiry :
: Generic Cover
Name inquiry 506501096(123456 |Detroit Edisen Co, v MPSC Sheet 05/12/2005| P

Logout Search Again

4. Click the eFiling Number link to view details about the eFiling or to access images of the
eFiled documents.

eFiler Home
eFiler Home

—Work with forms ng Summary for eFiling # 121950216
Search for forms Court: Court of Appeals Case No: 117777
Open saved form Case Name: Consumers Energy Company v MP3C
Submitted Date: 05/12/2005 1:.06 PII Filed Date:

Iy submizsion
My cFilings eFiler Name: Eathleen M. Donovan Status: Pending

Update profile Itz ary

Form Name: Generic Cover Sheet

£ HHinE My Attachment(s): 237872 appellant brieEpdf

ame inquiry Fee Summary

Fuzors Fee: $100.00 Card Type: Visa
Confirmation INo.: DEGCOINFIEII Acct. last 4: 9438

| Back to Results || Search Again |

Click the form name or attachment link to display an image of the document. The image
displays in a separate window.

Note: To return to the previous screen, use the Back to Results button. The browser Back
button does not work.
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View All eFilings for a Case

If you have at least one accepted eFiling on a case, the eFiling Inquiry option will allow you to
view all eFilings that have been accepted on that case, regardless of who submitted the eFiling.
This will allow you to view accepted eFilings that were submitted by other parties on the case.

In terms of this feature, keep in mind that there is a connection between the parties and their
ability to view the case information in the system. Only registered users that have an accepted

eFiling on a case may view an eFiling on that case through the eFiling System.

eFiler Home
-'Work with forms

Search for forms

Open saved form

MWly subtrission
My eFilings
Update profile
eFiling inquiry
Name inquiry
Download viewer
Logout

eFiling Inquiry for eFiler - Kath

eFiler Inquiry

If wou have at least one electrondc filing that was accepted through the eFiling Svstem for a case,
the eFiling Inquury feature allows you to wew all electronic filings that have been accepted by the
coutt for that case, regardless of the user whe filed the document.

Please enter case number

Case Number: |

In the Case Number ficld, enter a case number.

One Conit
& ofJustice,

eFiler Home
eFiler Home
-Work with forms
Search for forms
Open saved form
Iy submmssion
My eFilings
Update profile
eFiling inquiry
Name inguiry
Logout

eFiling Tnguiry for eFiler

eFiler Inquiry

If you have at least one electronic filing that was accepted through the eFiling System for a case,
the eFiing Inquiry feature allows you to wiew all electronic filings that have been accepted by the
court for that case, regardless of the user who filed the document

Please enter case number.

Case Number: |123456| |
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3. Click the Continue button. The list of eFilings displays.

eFiler Home
~"Work with forms Document List for Given Case Numhber

Search for forms
Case Number: 123456
Open saved form

My submmission Efiling Form Entry -
- Form Name Court
My eFilings Numher |[Number Date

Update profile 506501096 COADD GENERIC COVEE SHEET 05/18/2005 Appeals_District_4
eFiling inquiry 1415015492 COAO00 GENERIC COVER SHEET 05/18/2005 Appeals District_4
v oty COADD 237872 MOTION TO EXTEND TIME 05/18/2005 Appeals_District_4

Logout
d | Enter new case number |

4. To view a document, click the name of the document. The document displays in a separate
window. You will notice that a timestamp has been added to your documents. You may open
multiple documents concurrently.

5. To close a document, click the Close button.
6. Click the Enter new case number button to inquire on a different case.

7. To return to the previous screen, click the Back to Results button. The browser Back button
does not work.

Note: eFiling Inquiry When Status is Pending

If a filing has not yet been accepted by the Court of Appeals, you may receive the following
message. When the filing is accepted, you will be able to access it through the eFiling Inquiry
feature.

eFiler Home eFiling Inquiry for eFiler
="Work with forms Document List for Given Case Number

Search for forms
Case Number: 123456
Open saved form

My ubmicsion AT, Enuzy Date

By BRI No documents found for this case number
Update profile
eFiling inguiry
Name inguiry | Enter new case number |
Logout
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Access the COA Case Inquiry Screen

The Name Inquiry function provides access to the Court of Appeals web-based case inquiry
system, which is also available through the Michigan Court of Appeals website. The Case
Inquiry system allows users to look up cases by attorney or party name, or by case number. The
system provides access to full public docket sheets, including links to PDF copies of orders and
opinions.

1. From the menu bar, click the Name inquiry option. The Name Inquiry screen displays.
It contains links for each court that provides a web-based case inquiry function that has been
configured in the eFiling System

eFiler Home Tamme Inquiry - Kathy Donovan (k

=Work with forms Name Inquiry

Search for forms X X
The Iame Inquiry function prowides the ability to access the register of actions for most cases

Opensavedform 5o conts case managernent systemm.

My submission

My eFilings To begin, please select from the list below:
Update profile

eFiling inquiry Court of Appeals

Name inguiry

Download viewer Trial Courts

Logout 38th District Court - Eastpointe

2. Click the Court of Appeals link.

One Tt
i nestice

The Court of
Appeals web-based
Case inquiry
function displays in
9 Case Inquiry a new browser

‘Wileoms 10 the Michigan Cowd of Appeals Cass Infarmation System This systenm provides H
bbbl g g e i o window.
Ihe present. Case information is apdated nighthy.

Michigan Court of Appeals

About the Court | Clerk's Dimice

0 Cas Information System enables you o wetrisw information on appellate cases fled in
v Michigan Court of Appeals thal are wvailsble for pubibe wewng, All sformation provded Th C I f
here iz @ matter of public record. Ple: nete the mdormation contained witken thes system e ase anIry
does not necessaily constinge a full and complele histary, and should not ba used for

Background Check’ puipasts System a/IOWS for
Sinfes. o ok & Krpash s lormii o e sl 3 i 2 ekt broad public access
ek el hprs i hioc il oy sty phio to electronic Court
January 1, 2005

) . records. There are
Plouss Select @ Search Method Search T
Rocket Numbar ngulry ani";e'lr-e docket sheet for & specific Coun of Appeals docket three methOds

o available for
Party Name Inguiry Locste docket sheets for cases associsled with & specdc pary .
nEME. You SN sesrch based on e name of an indmdual ar Searchlng.- Docket

omganization

sy Comn Lt Locsta ikt shal o cores st wih Number Inquiry,
speciic attorney. You can sesec ased on 1he .
attomey name of attomey bar number Party Name Inqu/ry,
and Attorney Case

List.

Guestions about the content an this site should be ser to combrioGcours. migoy
This sile was lusl updated on ozozimos 12400

o
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3. Click on one of the links to select a Search method.

= Use the Docket Number Inquiry to locate the Court docket sheet for a specific docket
number. The docket number is also known as the case number. Once the search is
complete, the docket sheet for that docket number will be displayed.

= Use the Party Name Inquiry to locate the Court docket sheet for a specific party name.
The party name can be the name of an individual or organization. Once the search is
complete, the Name Inquiry screen will display. Scroll through the list of matching cases.
To access a particular docket sheet, click the docket number of the case you are interested
in.

= Use the Attorney Case List to locate the Court docket sheet for a specific attorney. You
can search based on either attorney bar number or attorney name. Once the search is
complete, the resulting attorney case list will be displayed in descending release date
order. Scroll through the list of matching cases. To view the Court docket sheet, single
click on the desired docket number link. The docket sheet will open.

4. Follow the prompts to use the Search capabilities within the Case Inquiry system.

5. To return to the eFiling portal, close the Case Inquiry window.
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Appendix A: System Requirements

Y our computer must meet the following minimum system requirements in order to use the
eFiling System:

e Operating Systems supported:
o Windows 98/ME
o Windows NT 4.0 sp6a
o Windows 2000 sp2, sp3, sp4
o Windows XP spl

e Hardware requirements
o Processor: 500 Mhz or above
o RAM: 128 MB or more
o Disk space: 40 MB (Viewer only requirement)
o Resolution: 800 x 600 in 16-bit color

e Software requirements
o Microsoft Internet Explorer 6.0 SP1 or above

o A PDF viewer such as Adobe Reader must be installed on your computer in order to view
documents that have been submitted or filed. If Adobe Reader is used, version 7 or
above is recommended

o Before filing, all documents must be converted by the filer to PDF format. This requires
PDF conversion software such as Adobe Acrobat or, alternatively, the open source
PDFCreator software
(For further information, visit http://courtofappeals.mijud.net/resources/efiling.htm )

e Connectivity to the Internet
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Appendix B: Download the Viewer

The PureEdge Viewer provides more efficient use of the forms provided through the eFiling
System. It does not provide any additional system functionality, only operational efficiency and
convenience. The Viewer is not required to use the eFiling System. However, if you plan to use
the system on a regular basis you should consider using the Viewer. There is no charge for using
the Viewer in conjunction with the eFiling System.

Before downloading and installing the Viewer, review the System Requirements section of the
eFiling User Guide.

1.

Access the eFiling System. (In the browser’s Address bar, enter the eFiling URL

(https://secure.courts.michigan.gov/courts/wps/portal).

From the main menu bar, click the Download Viewer option. (Note: The Download Viewer

option is available from the main menu, it is not a menu option
system.) The following screen displays.

/) Download eFile Form Yiewer - Microsoft Internet Explorer P [m] |

J File Edit ‘“iew Favorites Tools Help ‘
J 4=Eack - = - & 7t | Qsearch [ElFavorites 0Media (4 > JAddrsss |@j https://secure.courts.michigan.go j an
Bl

eFile Form Viewer Download

The PureEdge Viewer prowides more efficient use of the forms prownided through the eFiling System. It does not prowide
any additional system funchionality, only operational efficiency and convenience. The Viewer is not required to use the
eFiling System. However, if vou plan to use the system on a regular basis you should consider using the Viewer. There
is no charge for using this software in conjunction with the eFiling System.

Before downloading and installing the Viewer, review the System Requirements section of the eFiling User Guide

By downloading software from the eFiling System, you agree to the terms and conditions

Download Now

After download process is completed, please click on the OFEN button to continue the installation

a

& [ & | mkernet

Review the Terms and Conditions, as needed.

once you are logged in to the

Click the Download Now button to proceed with the download. The following dialog box

displays.

To proceed with the download, click the Save button. The following dialog box displays.

File Download

Some files can harm your computer. [ the file information below
looks suspicious, or you do nat fully tust the source, do not open or
save this file.

File name:  PEViewerG10.exe
File type:  &pplication

From: devZ courts. mi.goyv

@ Thig type of file could harm your computer if it contains
malicious code,

“would you like ta open the file or save it to your computer?

Open I Save I Cancel Mare Info

W &lways ask before opering this pe of file
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6. Select a location to save the file and click the Save button.

7. When the download is complete the following dialog box displays.

Download complete o ] 5

[¢I>»

= Download Complete

Saved:
PE"iewert10.exe from devZ courts. mi.gov

Downloaded: 284 KB in 1 sec
Download to: C:ADocuments and .. APEViewsrB10. exe
Transfer rate: 284 KB/Sec

[™ Close this dialog box when download completes

Open | Open Faolder | Claze I

8. Click the Open button to proceed with the installation of the Viewer.

Note: After downloading the Viewer, you need to logout of the eFiling System and close the
Internet Explorer window. Then, you can open Internet Explorer and access the eFiling System.
Now, the Viewer is the mode of operation for the form environment.
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Appendix C: Request Your Password

If you forget your password, you can use this feature to request your password. The System will
email your password to the email address that you used to register with the eFiling System.

1. Access the eFiling home page. (In the browser’s Address bar, enter the eFiling URL
(https://secure.courts.michigan.gov/courts/wps/portal).

2. From the menu bar, click the Forgot password? option.

3. Enter all of the information requested on the screen.

JFiIe Edit Wiew Favorites Todls Help

3 State of Michigan eFiling - Microsoft Internet Explorer

| wBak - 5 - @ [A) & | Docarch [GFavortes @vedia (4 || Address [@]htipsiisecure.courts michigan govicourtsiwps | & Go

Register for eFiling Fleaze prowide the following imformation: (Helds marked with an astenisk "*" are required)
Download viewer
‘ Forgot password? *Usemarne I
Login *Last Mame I
*E-tmai |
*Hint question |What 15 the name of your first pet? j
*Hint answer I
M reCaptcha
Identification Technolagy
Cade ° -
grics
FEnter code pictured I
abowe
| Submit Form || Reset Form | 1
|&] Dore ’_’_ré_lc Internet v

If you ever forget your password, you will need to recall the Hint question and the Hint answer
that you selected in the registration process.

4. Click the Submit Form button. The system notifies you of the update status.

eFiler Home
=-Work with forms
Search for forms
Open saved form
Iy submission
My eFilings
TUpdate profile
eFiling inquiry
Name inguiry

Logout

Eegistration Eesults ...

Tou have successfully updated your profile.
If you changed your password, an email confirmation with your new password has been sent
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5. Check your email. In a few moments, you will receive an email that contains your new
password for the eFiling system.

=  When you receive the email, you may want to copy and paste the password for your first-
time login.

It is strongly recommended that you login and change your password as soon as you
receive the email.

= Mail From: <efiling@courts.mi.goy > = | m] 5'
File Edt View Actions Tools Window Help

FSHw|oas R E|BER

From: |<afi|ing@courts.mi.gov> o | x
To: |<kdonovan@courts.mi.gov>
B Close:
Subject: IMI eFiling
=i=]
M B =
(=== Your reqgistration to the Michigan eFiling System has been approved, You may -
now sign inta the eFiling system at
https:/fkest 1. courts . mi, ggyfcourksfcourts fecan/wps myportal Reply
our initial pasfword is: SnecéFGEIP3 Please change this password as soan
as you sign in FONERe First time, %
-
In order to eFile with a court, wou must sign in with vour password. Forward
Flease remember and protect your user id and password, I is your legal
signature when used ta electronically file a docurent thraugh the eFiling
System. @
Co ok reply o send questions to this address, LI v
Delete

|pate: 5r12/05 oi40am
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Appendix D: Registration Terms and Conditions

Registration Terms and Conditions
Michigan Courts eFiling is a service of the Michigan judicial branch. Through eFiling, you will
be able to file documents electronically with participating courts. This Participation Agreement
includes instructions on how to register and a description of the hardware and software you will
need. Please read this Agreement carefully because it also sets forth your rights and
responsibilities as a participant in the eFiling program.

1. Registration - User Name and Password
You must be registered in order to use eFiling. To register, you will need to set up
an account with a username and password. You are responsible for keeping your
username and password secure.

2. Terms of Use
You may begin using eFiling on the date you receive e-mail confirmation of your
registration. Generally, this will occur on the same day you register.

If you violate this Agreement, the applicable court clerk may terminate your
registration by written notice. The effective date of the termination shall be seven
days after your receipt of the notice of termination.

By participating in eFiling, you certify that the documents you file electronically
through this service are identical to any paper copies.

You must provide a valid e-mail address and current billing information. Your
registration application will be rejected if you do not complete all fields as
required.

Each document that you file electronically must be served on the appropriate
parties. It is your responsibility to accomplish service.

3. E-mail Communication
All communications between you and the eFiling system, except as otherwise
provided in this Agreement, will be via e-mail.

4. Acknowledgment of Filings
When you submit a filing, the eFiling system will immediately send you an e-mail
acknowledging your filing. This message is confirmation that the eFiling system
has received your filing with no technical difficulties. It does not provide any
information regarding the court's acceptance of your filing or any procedural
issues with your filing.
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5. Acceptance or Rejection of Filings
Following acknowledgment of your filing, the receiving court will send an
Accept/Reject e-mail that is your notification that your filing was either accepted
or rejected by the court. The court comments in the Accept/Reject e-mail are
entered by the clerk of the court that accepted or rejected the filing.

6. Electronic Signature
When you submit a document to eFiling, a window will appear that prompts you
to verify that you want to electronically sign the document. Your electronic
signature will be secured through your user name and password. Your electronic
signature will have the same effect as your handwritten signature. Once you click
on "accept" and submit your electronic signature, the document is secure. You are
presumed to have read and authorized any document submitted under your
electronic signature.

7. Payment
At this time, only payment by credit card is accepted for eFiling. Your electronic
filing may not be processed if your credit card information becomes outdated or if
your credit card company refuses to process payment. Neither the eFiling program
nor the court shall be liable for any losses resulting from such refusal or from
your failure to provide current credit card information.

8. Attachments
Attachments shall be in searchable pdf format and shall be limited to a total of 5
megabytes in size. Attachments in other formats will not be accepted.

9. Hours of Operation
Documents filed with the eFiling program will be processed during the normal
business hours of the court. Submission of an electronic filing before the close of
business does not guarantee that the court will accept the filing that day, except at
the Court of Appeals where all electronic filings will automatically be accepted
pending later review for jurisdiction and conformity to pertinent court rules. In all
other courts, the Accept/Reject e-mail is your notification that your filing was
either accepted or rejected by that court. At the Court of Appeals, filing defects
will be communicated to the parties through that court’s standard process.

UNINTERRUPTED ACCESS IS NOT GUARANTEED. Like any Internet-based
service, eFiling may be unavailable from time to time due to demands on the
system, the need to perform repairs, and other causes.
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10. Security
Your access to the eFiling system is limited to filing and reviewing documents
electronically. You may not attempt to obtain access to court records or files that
are inaccessible to the public under a court order. You may not attempt to alter
any documents already filed. Upon any such use or attempted use, your
registration will be terminated immediately.

11. Liability
You are personally responsible for the use of your username and password. Any
electronically filed document associated with your username and password, and
confirmed by your electronic signature, will be conclusively presumed to have
been read and authorized by you. You accept responsibility for any unauthorized
use of your username, password, or electronic signature. If you believe that your
username, password, or electronic signature have been used by someone other
than you or your authorized employee, you should notify a participating court
immediately.

12. Hardware/Software
You must have Internet Explorer version 6.x or above. In addition, you must have
software that will allow you to convert a word processing document into a
searchable pdf document. You are responsible for all Internet access service
charges.

Disclaimers of Warranties
1. Warranty Exclusion.
The Michigan judicial branch makes no representations or warranties of any kind,
including but not limited to the warranties of fitness for a particular purpose or
merchantability, nor are any warranties to be implied, with respect to the information or
services made available.

2. Accuracy and Completeness of Information.
Without limiting the generality of the preceding paragraph, the Michigan judicial branch
makes no warranties as to the accuracy or completeness of the information submitted via
eFiling. The Michigan judicial branch, its officers, agents and employees, are not liable
for any damages resulting from inaccurate or incomplete information or any other
information submitted via eFiling.

3. Exclusion of Damages.
The Michigan judicial branch, its officers, agents, and employees, shall not be liable for
any lost profits or savings, or for special, indirect, incidental, or consequential damages
of any kind whatsoever, regardless of the form of action, whether in contract or in tort,
including negligence, relating in whole or in part to your use or inability to use eFiling,
even if the Judiciary, its officers, agents, or employees, have been advised of the
possibility of such damages.
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Appendix E: Electronic Filing Guidelines

Michigan Court of Appeals

Electronic Filing Guidelines

Effective June 20, 2005

The Guidelines were developed for use during the Court of Appeals electronic filing pilot project,
and they are subject to change as circumstances require. The Guidelines will be posted on both
the Michigan Courts eFiling website and on the Court of Appeals private webpage
as Appendix E to the Court of Appeals User Guide.

1. Scope of Electronic Filing Pilot Project. The electronic filing pilot project is applicable on
a voluntary basis only for appeals (pending or newly filed) arising from orders entered by the
Michigan Public Service Commission. Electronic filings in any other type of case will be
rejected. To qualify as an electronic filing under these Guidelines, such filings must be made
through the Michigan Courts eFiling website at
https://secure.courts.michigan.gov/courts/wps/portal.

2. Registration for Use of the Michigan Courts eFiling System. Nothing in these Guidelines
is intended to conflict with the Terms & Conditions for Registration that are posted on the
Michigan Courts eFiling website. Registration with the Michigan Courts eFiling System is
only authorized for attorneys or parties in propria persona in MPSC cases.

3. Applicability of Michigan Court Rules. Nothing in these Guidelines is intended to conflict
with the Michigan Court Rules. For example, filing deadlines, fee payment requirements,
service requirements, and copy requirements are retained until further notice.

4. Filing. Delivery of a document to a court clerk will be accomplished when an electronic
filing has been received by the Michigan Courts eFiling System and the filer has received
confirmation that the filing will be forwarded to the Court of Appeals for processing. On the
same day that a filer submits an electronic filing, the filer must also initiate delivery to the
Court, by first class mail or otherwise, of an original and as many copies of each filing as are
required by the court rules. Such paper copies are to be reproduced from the PDF documents
as they were submitted electronically to the Court, with the intent that the paper copies are
identical to the electronic versions.

5. Official Record. As permitted by the Uniform Electronic Transactions Act, MCL 450.837,
the electronic filing will be the official record of the Court. The printed copy of the
electronic filing that is provided by the filer as required in section 4 will be a paper
representation of the official record, and it will be physically located in the Court of Appeals
file in the order in which it was received through the Michigan Courts eFiling System.
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6. Service of Filings. The parties are responsible for accomplishing service of all filings as
required by the applicable court rules. A proof of service must be included with each
electronic filing, indicating how the filing was served on all parties to the case. As a courtesy,
the parties may agree to provide documents to each other via electronic means, but service
under the court rules must be accomplished by first class mail or hand delivery of a paper
copy of each filing.

7. Signature. The Michigan Courts eFiling System has been designed to apply an electronic
signature to the complete efiling envelope (cover sheet form and attachments) just before it
is submitted. This “signature” will lock each file in the envelope and prevent modification by
the filer or anyone else. The electronic signature applied by the Michigan Courts eFiling
System to each efiling envelope will be the electronic signature of the filing attorney or party
appearing in propria persona.

Parties who are capable of applying digital signatures to documents, with or without enabled
security, must omit such process from electronic filings submitted through the Michigan
Courts eFiling System. The System was not designed to accommodate such additional
security and its application will cause a failure of the submission.

Individual documents that are submitted as attachments to the Court of Appeals electronic
cover sheet (such as claims of appeal, briefs, or motions) may be “signed” by typing

“/s/ Thomas J. Attorney” or ““/s/ Peter J. Smith” (if a party is appearing in propria persona)
on the signature line of the document, or by applying a graphic representation of the signature
before the document is converted to PDF.

8. PDF Files. All filings that are attached to a Court of Appeals electronic filing cover sheet for
delivery to the Court through the Michigan Courts eFiling System must be in PDF format.
The Court encourages the conversion of word processed documents through a distiller to
enhance the searchability of the document by judges and staff attorneys. Non-original
documents may be scanned into PDF. As noted above, digital signatures, with or without
enabled security, are not permitted as they will cause a failure of the submission.

9. Hours of Access. Although the system will be available for use around the clock (with the
exception of periodic maintenance), filings must be received by 5:00 pm in order to be
docketed for that business day. Filings received after 5:00 pm will be docketed for the
following business day.

Sandra Schultz Mengel
Chief Clerk

6/20/05
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